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27 ¥areh 1552
JUB DESCRIPTIUNS - OEERA: SUTTORT UMIT

As an Administmative Offiosr in the CGensral Support Undt of
the Administrative Staff (Special) I undertake the study and prepara-
tion of coondinated yesolutions of covert administretive problems which
have bea: refarred to the AS(S) or are matters of internal AS(S3) concera,
1 receive work assiznments either by oxal direction from the Chief of
the General Support mit or tie Chief of the Administrative Staff
{Special), or in writing in the for: of memorenda which are referred *o
the Adninistyative Staff {Speaial) for stady., 7 analyze the nrohlem
inwolved in the rarticular assirmment, outling a proposed method of
attack, roview existing material pertinent to the problem, familarize
myself with Agency and other remulatory material bearing on the problem,
interview iith both policy-maiing and adsinistmative cfficlals of the
Agancy who are >r may be concernsd with the problem under study, and
finally prepare an anpropriate written document, Tt may tale the fomm
of rscommendation for the publieation of an Apency notice or revision

~ .of Agency regulatory material. It nay take the form of a recomandation

for further study Ly some other umit of the Agency. It may be policy,

’o/«prowdum or adninliatmative standard in nature, It may rrovide the
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direet basis for rolicy making at tho levels of the ADDA(s), DD/A and

otcasionally the DCI. Recomsendations are usually adopted as Agency

policy or progedure, with occasional modification. Sensitivity of the

raal Tunctions end material frequently requires the invention and

; n of procedures for whicih there is mo direct procndent in govern-
- mént, Inasmuch as my work is rroblome-solving or ereative in nature,
tHere is little or no written material which I ean use in gulding my

wdrk with possibly the single excention of the Agenay directive on the

pweparation of sgtall stadies,

o Supervision and puidance recelved varles with the subject
urder study at any particular time. A)ll work sssigyments are at the
diyection or with the concurrance of the Chief of the Ueneral Support
Ukt or the Chief, Administrative Staff (Specisl)s A generel method
of attack may be dlrected by those suparvisors or they may merely con-
eur in or approve of a method of attack recormended by me. They nay
make susgestions as to individuals to interview >r sources to exnlore
in studying the problem but 7 am given and aliowed considerable discre-
tion in making such detomninations and in developing and exploring
other contacts and sourcss, T &u expected to work with a hich desree
of independense and my droction is more of the nature of advice and
guldance soucht by me than directed by my supervisors. I report to my
supervisors as progress seems to warrant or as requested, I may dia-
cuss with ther additional probhlems sucountered in information learned
through exploretion of the original probleme I prepérs and submit cotie

staff studies 0o the “hisf of the Ger Support nit and the
Chief, Adninistrative Staff {Special) for editing, comment and criticism,
After thorough discussion and exchange of ldeas, I preparc & final draeft
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for required action by the ATDA(s), DD/A or .ther suthority., [ work
with all mepulations in the Agency, recommending changss which appear
necossary oy desirable. I deterrdne that which is within yegulations,
where they reed chango, and rufer recompendations for change to the
Organization and Methods Service for thelr followsup actione I also
heve oocasion to use ivrelgn Jervice Hegulations, and Public Law,

Intesmediste actisa following inftlal instracticons (8 noarly
always on my ouwn initiative, Frequently the creation of a new policy
or precedure .8 necessary requiring initiative, judgment and originality
For sclution, The best course of action is nearly alusys left to ny
discretion although often discussed with my supurvipors lofore preceedings

in ths course of my work [ ag required to aect and discuss
problens with Senior Adsinistretive officials of the covert offioces amd
the support staffs as woll as the adninlotraiive personnel of tie Opulee
ting divisions, Uftan in the courge of studies on procediral pobless
T am regquired to work with ad inistrative persomnel of ell levels and
Iaailiarize myself with the tochnical aspects of e fuwctions thoy
perions,

I work independantly as & momber of ad hoe comnittees anxi as
& mamber of a tenporary working group or tagh lorce crganlzad to attaek
& probles of congern to more than one seguent of the Agency, Yhlle
working with such groups, I an expected to represent the position of
the 45.35) wthoat deferviag comsent or dscision lor later dobommination
by my supariorse In this connsction, of course, ! must assure myself
that § am properly bricfed and properly cognizant of the position which
the staff acswes. I mecooamond, bub do mot determiney i fommat of the
particular study presentation or tiw lniividual or organizational unit
to which 1t is directed or addresseds
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